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Effective  Reading  R.  McCHESNEY 

The  volume  of  research  being  carried  out  today 
in  various  areas  of  specialization  makes  the  task  of 
keeping  abreast  of  developments  almost  an  impossi- 
bility. The  purpose  of  this  course  is  to  help  any 
interested  person  to  read  all  types  of  material  faster, 
more  purposefully,  and  with  greater  comprehension. 
Various  techniques  for  improving  reading  efficiency 
will  be  employed,  including  the  use  of  such  equip- 
ment as  the  tachistoscope  and  the  controlled  reader. 

Students  will  be  tested  at  the  beginning  and  at 
the  end  of  the  course  and  will  be  individually  coun- 
selled regarding  their  progress  and  problems  in 
reading. 

TEXT:  T.B.A.  20  lectures,  Tuesday  and  Thursday, 
April  30-July  4.  7:00-9:00  p.m.  $75.00. 

NOTE:  This  course  will  be  held  at  84  Queen’s  Park. 

Writing  Professional  Material 

Effectively  P.  B.  HUGHES 

The  purpose  of  this  course  is  to  help  in  develop- 
ing and  writing  professional  articles,  research  papers, 
project  reports  and  other  written  communications 
required  in  professional  practice.  The  subject  matter 
will  be  concerned  with  the  systematic  design  and 
control  of  writing  style.  Participants  will  be  required 
to  do  exercises  as  part  of  this  course,  which  will 
also  consist  of  lectures  and  discussions. 

TEXT:  Special  mimeographed  notes  will  be  supplied 
as  part  of  the  course.  12  lectures,  Monday  and 
Thursday,  April  29-June  6.  7:00-9:00  p.m.  $50.00. 
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The  Personnel  Function  T.  L.  BOURK 

This  is  a survey  course  on  the  work  of  the  personnel 
department.  It  is  designed  to  illustrate  the  needs  of 
personnel  administration  by  examining  its  principles, 
policies,  and  procedures  in  the  light  of  past  and 
recent  developments. 

Topics  will  include:  the  organization  of  the 
department,  the  administrator’s  job,  staff-line  rela- 
tionships, job  requirements,  selection  and  testing, 
on-the-job  training,  development,  motivation,  evalu- 
ation, wage  and  salary  administration,  incentives  and 
productivity,  security,  Unemployment  Insurance 
legislation,  benefits  and  services,  and  welfare  legis- 
lation. 

TEXT:  Towle,  Schown,  Hilgert — Problems  & Poli- 
cies in  Personnel  Management,  Houghton  Mifflin 
Co.  Wendell  French — The  Personnel  Management 
Process:  Human  Resources  Administration,  Hough- 
ton Mifflin  Co.,  1964.  25  lectures,  Tuesday  and 
Thursday,  April  30- July  23;  optional  exam,  July  25. 
6:30-8:30  p.m.  $75.00. 

This  course  is  part  of  the  Certificate  Program 
in  Personnel-Industrial  Relations. 
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Effective  Supervision  J.  WAINWRIGHT 

This  course  is  designed  for  foremen  and  supervisors 
in  business  and  industry  who  wish  to  increase  their 
managerial  effectiveness.  Course  content  will  include: 
principles  of  supervision,  developing  leadership  skills, 
setting  operating  objectives  and  standards  of  per- 
formance, discipline,  delegation,  performance  ap- 
praisal, communications,  motivation,  training,  hiring, 
interviewing,  handling  grievances,  employee  counsel- 
ling, job  evaluation,  wage  and  salary  administration, 
and  management  of  time. 

Material  will  be  presented  by  various  methods, 
including  lectures,  group  discussions,  case  studies, 
and  films. 

TEXT:  Leadership  on  the  Job,  American  Manage- 
ment Association  Inc.,  1966,  20  lectures,  Tuesday 
& Thursday,  April  30-July  4;  optional  exam,  July 
9.  7:00-9:00  p.m.  $50.00. 


Organizational  Psychology  L.  WEVRICK 

Behavioural  scientists  have  developed  a body  of 
knowledge  in  the  area  of  human  behaviour  that  can 
be  applied  usefully  to  the  management  of  organiza- 
tions, including  industrial,  business,  government,  vol- 
untary, and  hospitals. 

This  course  is  intended  primarily  for  employees 
in  the  personnel  field,  though  interested  middle 
management  are  also  welcome.  The  course  deals 
with  the  experiences,  researches,  and  theories  of 
experimental  psychology,  social  psychology,  clinical 
psychology,  sociology,  and  organizational  science 
that  bear  on  problems  of  organizational  life. 

Discussion  of  areas  of  application  will  include 
selection,  training,  performance  appraisal,  counsel- 
ling and  personnel  research. 

TEXT:  Harold  J.  Leavitt — Managerial  Psychology, 
University  of  Chicago  Press,  Chicago,  1964  (avail- 
able in  paperback).  25  lectures,  Monday  & Wed- 
nesday, April  29-July  22;  optional  exam,  July  24. 
6:00-8:00  p.m.  $75.00. 

This  course  is  part  of  the  Certificate  Program  in 
Manpower  Development  and  the  Certificate  Program 
in  Personnel-Industrial  Relations. 


Adult  Learning  and  Teaching  R.  DEVLIN 

This  course  is  designed  for  men  and  women  who  are 
involved  in  the  education  or  training  of  adults  in 
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business,  industry,  professional  and  vocational  train- 
ing programs,  educational  institutions,  religious  in- 
stitutions, government,  libraries,  armed  services,  and 
other  organizations. 

The  members  of  this  course  will  consider  the 
following  topics:  setting  objectives,  the  functions  of 
the  instructor  of  adults,  instructional  methods  and 
techniques,  evaluation,  and  some  psychological  char- 
acteristics of  adults.  Members  will  be  encouraged  to 
relate  this  knowledge  to  their  own  professional  re- 
sponsibilities. The  instructor  will  attempt  to  use 
methods  suitable  for  an  adult  group  including  read- 
ing, brief  lectures,  discussion,  mimeographed  hand- 
outs, and  observation. 

Those  who  wish  to  receive  a letter  of  recognition 
in  the  course  will  submit  a variety  of  brief  written 
assignments,  usually  requiring  thoughtful  reaction  to 
the  reading  and  discussion.  There  will  be  no  tests 
and  one  optional  examination. 

The  only  requirement  for  admission  to  this 
course  is  a desire  to  increase  one’s  own  competence 
in  helping  adults  learn. 

The  class  will  be  limited  to  30  students. 

TEXT:  R.  Kidd — How  Adults  Learn,  Association 
Press  (New  York)  or  G.  R.  Welch  (Etobicoke).  25 
lectures,  Tuesday  & Thursday,  April  30-July  23; 
optional  exam,  July  25.  6:30-8:30  p.m.  $75.00. 

This  course  is  part  of  the  Certificate  Program 
in  Manpower  Development. 


Person-Person  Relations  F.  C.  TOOMBS 

This  course  is  intended  for  all  those  who  see  the 
value  of  improving  interpersonal  relations  in  their 
organizations.  When  human  beings  undertake  to- 
gether to  establish  and  maintain  continuous  and  regu- 
lar activities,  the  person  at  once  begins  to  express 
life  through  roles  that  are  defined  by  the  human 
beings  together — for  example,  in  families,  churches, 
schools,  organizations  and  communities.  The  indi- 
vidual appears  to  become  more  than  a person  and 
less  than  a person.  Twelve  meetings  will  be  devoted 
to  discussion  that  will  explore  the  meanings  of  person 
to  person  relations  for  the  individual  as  well  as  the 
organization.  How  are  things  made,  services  per- 
formed and  communion  maintained  as  individuals 
live  and  fulfill  themselves  as  persons? 

TEXT:  None.  12  lectures,  Monday  and  Tuesday, 
April  29-June  11,  6:00-8:00  p.m.  $50.00. 


6 


Issues  in  Corporate  Strategy  S.  R.  MAXWELL 
This  course  is  intended  for  senior  and  middle 
management  to  discuss  selected  policy  issues  at  top 
corporate  level  with  a senior  member  of  the  School 
of  Business  faculty.  It  deals  with  strategic  problems 
which  influence  the  way  a business  organizes  and 
carries  out  its  economic  mission.  The  course  will  be 
divided  into  two  parts. 

The  first  topic  will  be  an  evaluation  of  current 
and  projected  conditions  for  corporate  strategy.  This 
will  include  the  impact  of  technology  on  organiza- 
tion, the  emergence  of  computer  based  management 
information  systems,  the  new  theory  and  practice  of 
manpower  planning  and  management  development, 
the  problems  of  corporate  ethics  in  strategy  (e.g. 
as  in  pricing  arrangements)  and  the  role  of  govern- 
ment as  it  relates  to  corporate  growth. 

A discussion  of  the  problems  and  techniques  of 
corporate  planning  will  follow.  This  will  include 
guidelines  for  strategic  analysis,  the  theory  of  long 
term  planning,  and  organization  for  the  planning 
function. 

TEXTS:  Alfred  Sloan,  Jr. — My  Years  With  General 
Motors,  Doubleday,  New  York,  1964.  (available  in 
paperback).  H.  Igor  Ansoff — Corporate  Strategy, 
McGraw  Hill,  1965.  Ref:  E.  Kirby  Warren — Long 
Term  Planning,  Prentice  Hall,  1966.  20  lectures, 
Tuesday  & Thursday,  April  30- July  4;  optional 
exam,  July  9.  6:30-8:30  p.m.  $75.00. 
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Background  for  Business  Administration 

J.  F.  LOWERY 

This  25-session  course  is  designed  to  give  students 
a knowledge  of  the  many  factors  involved  in  the 
management  of  a business.  All  aspects  that  underlie 
the  successful  operation  of  a business  organization 
will  be  discussed  with  particular  emphasis  on  the 
expanding  area  of  computerization  and  the  contribu- 
tions of  the  behavioural  sciences.  The  administrative 
process  of  planning,  organizing,  directing,  control- 
ling, staffing,  leading  and  measuring  will  be 
examined.  Some  time  will  be  spent  on  explaining  the 
business  operations  of  the  various  departments  in  a 
company  such  as  law,  finance,  personnel,  marketing, 
production  advertising,  and  data  processing,  among 
others.  Although  this  course  will  consist  mainly  of 
lectures  and  discussions,  a limited  number  of  case 
studies  will  be  used. 

TEXT:  A.  M.  Weimer — Business  Administration:  An 
Introductory  Management  Approach,  Richard  D. 
Irwin,  Inc.  3rd  ed.  25  lectures,  Monday  and  Thurs- 
day, April  29- July  22;  optional  exam  July  25.  6:30- 
8:30  p.m.  $75.00. 
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Marketing  Management  D.  SIMON 

Marketing  Management  is  a survey  course  which 
considers  the  important  marketing  functions  such  as 
distribution,  pricing,  advertising,  marketing  research, 
packaging,  sales  management,  brand  policy,  product 
development,  merchandising,  and  financing  the  mar- 
keting plan. 

Discussion  of  actual  cases  on  Canadian  market- 
ing situations  and  periodic  guest  speakers  supplement 
the  lecture  series.  The  course  will  attempt  to  provide 
the  student  with  an  appreciation  of  modern  market- 
ing principles  and  practices. 

TEXT:  T.B.A.  20  lectures,  Monday  & Wednesday, 
April  29-July  3;  optional  exam,  July  8.  7:00-9:00 
p.m.  $50.00. 

Industrial  Management  W.  T.  NUTSON 

This  study  of  the  principles  and  techniques  of  in- 
dustrial management  divides  broadly  into  two  gen- 
eral areas. 

This  first  is  an  introduction  to  modern  manage- 
ment thought  with  the  subsequent  emphasis  on  peo- 
ple— both  manager  and  those  managed — relative  to 
organization  research  and  theory,  motivation,  in- 
centives and  morale,  policy  formulation,  planning 
and  decision  making. 

Following  this  is  a broad  introduction  to  the 
physical  make-up  of  an  industrial  organization.  In 
this  category  there  will  be  a discussion  of  line  and 
staff  functions  and  their  interrelationship. 

The  significance  of  good  control  as  a function 
of  industrial  engineering,  production  planning,  and 
accounting  will  be  amplified. 

The  class  will  be  limited  to  50  students. 

TEXT:  Haynes  and  Massie — Management — Analysis, 
Concepts  and  Cases,  Prentice-Hall.  25  lectures,  Tues- 
day & Thursday,  April  30- July  23;  optional  exam, 
July  25.  6:30-8:30  p.m.  $75.00. 

This  course  is  part  of  the  Certificate  Program  in 
Manpower  Development. 
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Financial  Analysis  and  Control  J.  M.  SWINDEN 
The  purpose  of  this  course  is  to  give  those  business 
people  with  some  knowledge  of  accounting  a greater 
understanding  of  the  problems  involved  in  the  prep- 
aration, analysis,  and  interpretation  of  financial  state- 
ments and  the  techniques  of  financial  control. 

The  area  of  financial  statements  will  be  exam- 
ined with  consideration  of  such  topics  as:  generally 
accepted  accounting  principles  of  asset  valuation  and 
income  measurement;  underlying  assumptions,  com- 
position, and  limitations  of  financial  statements; 
interpretation  of  financial  statements;  the  concept  of 
fund  flows;  determinates  of  fund  needs;  and  form, 
content  and  legal  requirements  of  the  balance  sheet, 
statements  of  profit  and  loss,  earned  surplus,  and 
sources  and  application  of  funds. 

Control  aspects  to  be  considered  are:  costs — 
direct,  indirect,  managed,  committed;  budgeting — 
fixed,  variable;  analysis  of  variances;  and  appraisal 
of  capital  expenditures. 

Reference  is  made  throughout  the  course  to  a 
few  published  reports  of  large  Canadian  public  com- 
panies. 

TEXT:  None.  25  lectures,  Monday  & Wednesday, 
April  29-July  22;  optional  exam,  July  24.  6:00-8:00 
p.m.  $75.00. 

This  course  is  part  of  the  Fellows’  Program  in 
Banking. 


The  Banker  and  Society  G.  WHEELER 

This  course  is  designed  to  provide  students  with  a 
general  understanding  of  the  role  which  finance 
plays  in  society  and  to  show  where  chartered  banks 
of  Canada  fit  into  the  financial  system.  It  covers 
the  basic  functions  of  banks  as  depositors,  as  lend- 
ers, and  as  service  oriented  institutions  as  these 
functions  relate  to  businesses,  households,  and  con- 
sumers. Banking  will  be  shown  as  a tool  in  family 
and  business  finance,  while  stressing  the  role  of  banks 
in  the  community.  Special  emphasis  will  be  placed 
on  student  participation  in  discussions  of  topics 
relating  to  each  area  of  lecture. 

TEXT:  S.  Sarpkaya — The  Banker  & Society.  25 
lectures,  Monday  & Thursday,  April  29-July  22; 
optional  exam,  July  25.  7:00-9:00  p.m.  $75.00. 

This  course  is  part  of  the  Fellows’  Program  in 
Banking. 
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High  Speed  Data  Processing  W.  MORGAN 

This  introduction  to  modern  high-speed  data  proc- 
essing systems  provides  a general  background  on 
the  uses  of  stored  program  computers  in  business 
problems.  It  is  divided  into  three  approximately 
equal  sections:  data  processing  systems,  coding  and 
programming,  and  applications. 

The  section  on  systems  is  a study  of  the  com- 
ponents and  principles  of  computers.  The  section 
on  coding  and  programming  introduces  terminology 
and  new  ideas  through  a few  simple  problems.  The 
last  section  is  about  the  application  of  these  new 
methods  to  insurance,  inventory  control,  accounting, 
production  scheduling,  etc.  Throughout  the  course 
a special  effort  is  made  to  concentrate  on  methods 
which  are  generally  valid  on  modern  machines.  The 
course  terminates  with  a symposium  in  which  repre- 
sentatives of  manufacturing  and  other  organizations 
active  in  this  field  in  Canada  are  invited  to  partici- 
pate. 

Applicants  need  not  have  specialized  knowledge 
of  mathematics  nor  any  knowledge  of  electronics. 
They  should,  however,  have  some  interest  and  ex- 
perience in  a field  where  the  handling  of  numerical 
data  is  important. 

This  class  is  limited  to  100  students. 

TEXT:  T.B.A.  20  lectures,  Monday  & Thursday, 
April  29-July  4;  optional  exam,  July  8.  7:00-9:00 
p.m.  $55.00. 


Computer  Programming  and  Analysis 

for  Engineers  A.  C.  HEWITT 

This  course  covers  scientific  programming  language 
and  techniques  including  programme  analysis,  logic 
diagramming,  coding,  debugging,  and  documenta- 
tion. 

Examples  of  various  applications  are  explored. 
Each  student  will  be  assigned  a problem  in  his  own 
area  of  interest  to  be  carried  through  final  computer 
programming. 

Other  topics  touched  on  will  include:  history  of 
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computers,  their  internal  organization  and  design, 
Symbolic  logic,  data  processing,  and  latest  develop- 
ments in  computer  language  and  application. 

(Offered  in  cooperation  with  the  Association  of  Pro- 
fessional Engineers  of  Ontario.) 

TEXT:  none.  25  lectures,  Tuesday  & Thursday, 
April  30-July  23;  optional  exam,  July  25.  6:30-8:30 
p.m.  $75.00. 


Calculus  for  Engineers  C.  A.  WARD 

This  course  is  to  serve  as  a review  of  elementary 
calculus  and  differential  equations  for  those  with 
little  or  no  knowledge  of  calculus.  Each  lecture  will 
be  devoted  half  to  theory  and  half  to  problems. 
Among  the  topics  to  be  covered  are  differentiation, 
integration,  maxima  and  minima,  multiple  integrals, 
Taylor  series,  and  elementary  first  and  second  order 
differential  equations. 

(Offered  in  cooperation  with  the  Association  of 
Professional  Engineers  of  Ontario.) 

TEXT:  F.  Ayres,  Jr. — Calculus,  Schaum.  25  lectures, 
Monday  & Wednesday,  April  29-July  22;  optional 
exam,  July  24.  7:00-9:00  p.m.  $60.00. 


Probability  Theory  and  Mathematical 

Statistics  M.  J.  M.  POSNER 

This  course  offers  a systematic  introduction  to  mod- 
ern probability  theory  and  mathematical  statistics 
and  is  intended  for  engineers  and  practitioners  in 
operations  research.  It  is  designed  to  form  a rigorous 
background  for  those  who  desire  to  employ  prob- 
ability and  statistics  as  a working  tool  and  who  may 
desire  a thorough  course  as  a preliminary  to  under- 
taking advanced  work  in  industrial  engineering, 
operations  research,  or  management  science.  Subjects 
to  be  covered  include  sample  spaces,  random  varia- 
bles, probability  distributions,  characteristic  func- 
tions, sampling,  theory  of  estimation,  and  elements 
of  analysis  or  variance.  Familiarity  with  algebra  and 
the  calculus  is  required. 

(Offered  in  cooperation  with  the  Association  of 
Professional  Engineers  of  Ontario.) 

TEXT:  John  Freund  — Mathematical  Statistics, 
Prentice-Hall,  Inc.  Aux.  Text:  Alvin  W.  Drake — 
Fundamentals  of  Applied  Probability,  McGraw-Hill, 
1957.  23  lectures,  Tuesday  & Thursday,  May  7- 
July  23;  optional  exam,  July  25.  7:00-9:00  p.m. 
$65.00. 
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Systems  Engineering  Mathematics 

F.  P.  J.  RIMROTT 
The  course  is  designed  to  help  engineers  obtain  a 
basic  knowledge  of  the  behaviour  of  mechanical, 
fluid,  thermodynamic,  and  electrical  elements  and 
will  deal  with  the  mathematics  for  analyzing  sys- 
tems made  up  of  these  elements. 

The  course  will  begin  with  a brief  discussion  of 
systems  engineering  and  differential  equations.  A 
thorough  discussion  of  the  Laplace  transform,  in- 
cluding transform  theorems,  Heaviside  expansion, 
pole-zero  location,  and  frequency  response  and  their 
application  to  engineering  problems  will  follow. 
Dynamic  analogies,  laws  of  physical  behaviour,  units 
and  symbols,  elements  of  electrical  systems,  of  me- 
chanical rectilineal  and  rotational  systems,  of  hy- 
draulic systems,  of  pneumatic  systems,  and  of 
thermodynamic  systems  will  be  discussed  and  rules 
governing  the  summation  of  parameters  will  be 
treated.  Non-dimensional  equations  will  be  formed 
and  analogs  determined.  Scale  models  of  systems,  the 
impedance  concept,  equivalent  circuits  and  circuit 
analysis  by  impedance  methods,  circuit  theorems 
such  as  the  superposition  theorem  and  Thevenin’s 
theorem,  as  well  as  electrical,  mechanical  and  fluid 
transformers  will  be  studied.  An  introduction  into 
block  diagram  analysis  will  also  be  given.  Pro- 
grammed instruction  techniques  will  be  used. 

Applicants  should  have  an  engineering  degree  or 
equivalent  experience. 

(Offered  in  cooperation  with  the  Association  of 
Professional  Engineers  of  Ontario.) 

TEXT:  J.  E.  Alexander  and  J.  M.  Bailey — Systems 
Engineering  Mathematics,  Prentice-Hall  Ltd.  25  lec- 
tures, Tuesday  & Thursday,  April  30-July  23; 
optional  exam,  July  25.  7:00-9:00  p.m.  $65.00. 
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GENERAL  INFORMATION 


Admission  Requirements: 

Unless  otherwise  indicated  there  are  no  academic 
requirements  for  admission  to  these  courses. 

Registration: 

Registration  may  be  by  mail  using  the  form  pro- 
vided in  this  folder  or  in  person  at  the  Division  of 
University  Extension,  Room  201,  84  Queen’s  Park, 
9:00  a.m.  to  5:00  p.m.  daily  except  Saturdays.  Fees 
are  payable  in  advance  and  no  registration  is  com- 
plete otherwise. 

Cheques  or  money  orders  should  be  payable  to  the 
University  of  Toronto. 

Refunds: 

Refunds  will  be  considered  only  if  they  are  requested 
in  writing  before  the  second  lecture  of  the  course. 
Because  of  the  cost  of  making  adjustments,  a charge 
is  made  for  each  refund. 

REQUESTS  FOR  REFUNDS  MUST  BE  IN 
WRITING  AND  MUST  BE  ACCOMPANIED  BY 
ADMIT-TO-LECTURE  CARDS  AND  THE  OFFI- 
CIAL RECEIPT. 

Lectures: 

Classes  are  held  in  the  Galbraith  Building  located 
on  the  east  side  of  St.  George  Street  just  north  of 
College  Street,  unless  otherwise  indicated. 

Any  class  is  subject  to  cancellation  if  enrollment 
is  insufficient. 

May  20  and  July  1 are  holidays;  classes  which 
normally  would  meet  on  these  two  nights  will  in- 
stead meet  on  May  21  and  July  2. 

Textbooks: 

Textbooks  indicated  for  any  course  may  be  ordered 
from  the  University  bookstore  by  telephoning  928- 
2257. 


For  additional  information  telephone  928-2400. 
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Send  To: 

BUSINESS  AND  PROFESSIONAL  COURSES 
DIVISION  OF  EXTENSION 
UNIVERSITY  OF  TORONTO 
84  QUEEN’S  PARK 
TORONTO  5,  ONTARIO 
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